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Help Wanted — 
Apply Within... 


hat’s one way to deal with your human resource 
needs — wait until a position is open, and then 


ope the right person will come along to fill it. It's an approach 


that might have made sense, 20 years ago. 


But not any more. Consider the facts: 


new technologies are transforming the way we 
do business, calling for employees with new, 
more advanced skills 


as Canada moves towards a service-based, 
knowledge-intensive economy, qualified em- 
ployees are the key to competitive success 


almost half of the new jobs created over the next 
10 years will require employees with more than 
17 years of education and training 


with fewer young people entering the workforce, 
employers will need to use non-traditional 
sources of new skills by hiring and training more 
women, Aboriginal Canadians, older and dis- 
abled workers as well as visible minorities. 


already, up to 50 per cent of Canadian firms have 
trouble finding workers with the right skills to fill 
vacant jobs 


our competitors in the world economy have 
improved productivity through higher tech- 
nology, product innovation and enhanced 
training of their labour forces. If Canadian 
businesses are to hold their own in an era of 
global competition, they must harness 


, 
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technology by developing the skills and 
knowledge of the people who direct, operate and 
maintain it. 


As the demand for qualified workers continues to 
grow, winning in business means winning the human race. And 
to win with people, you have to look ahead — building the team 
of skilled, motivated employees you need not just today, but 
several years down the road. 

That is what human resource planning — or HRP — 
is all about. 


What is Human 
Resource Planning? 


N O business or enterprise can succeed without 
a sound plan for managing its finances and 
Capital resources. HRP brings the same kind of discipline to 
managing the human capital of an organization. People-planning 
is equally vital to the smallest firm, the largest corporation, non- 
profit groups, and entire sectors of industry. 


Human resource planning will do two things. It will 
identify: 


e the kinds of skills your employees must have if 
your organization is to succeed 


e astrategy for making sure your current or future 
employees have those skills 


The specific elements of the strategy, like a financial 
strategy, will be linked to your business plan and will depend on 
the specific needs of your business. It might include: in-house 
training for existing workers, a new compensation and promo- 
tions policy to motivate and reward your best employees, training 
for supervisors in people-skills, or methods to recruit more 
qualified workers. 
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But in every case, a good human resource plan will 
help you to: 


save money — by managing human resources more 
effectively, you gain greater control over the costs 
involved in hiring, training, and managing staff 


increase productivity — by matching human re- 
sources to your organization’s needs, you eliminate 
redundancies, and ensure the best person is 
available for the job at hand 


adapt more quickly — by planning ahead, you 
ensure that your organization can respond to 
changing conditions, such as new technologies or 
new markets 


build a winning team — by matching people to the 
right job, training them so that they have confidence 
in their abilities and rewarding performance, you will 
build a work force that is motivated, loyal, and 
committed to the success of your business. 


Applying HRP in Your 
Business 


Si uman resource planning should become an 
integral part of your business planning, 
following six basic steps: 


1) Define your business’ objectives 


Human resource planning starts with your business plan. Your 
business plan should assess current market and economic 
trends, future opportunities for growth and define in realistic 
terms what your organization hopes to achieve. 
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2) Identify your skill requirements 


What kind of skills does your business need to reach its 
objectives? Be as specific as possible, identifying the kinds of 
jobs that must be performed, the number of people required for 
each job, and the skills they must have. 


3) Identify your resources 


How many of these skill requirements can be met through your 
existing work force? Conduct an inventory of your existing 
employees, describing their qualifications, skills, experience, and 
their ability to adapt to new job requirements. 


4) identify the gaps between your resources 
and your needs 


Are there gaps between the people you have, and the people 
you will need in the future? For example, you may find that you 
have too many sales people and not enough production workers; 
or your production workers may not have the skills required for 
a new technology you will introduce in the future. 


5) Develop a strategy to fill in the gaps 


How will you deal with the differences between your current 
human resources, and your future needs? Depending on your 
needs, your plan may involve such things as reorganizing job 
functions, accelerating promotions, training and re-training, 
improving working conditions, participating in apprenticeship or 
co-operative education programs or preparing to hire new 
employees. 


6) Monitor and update your plan regularly 


Your human resource plan should reflect changes in your 
business environment as they occur. Human resource planning 
is not a paper exercise to be done once and then forgotten. It 
is an on-going process to be implemented carefully and 
measured regularly, with adjustments made to deal with 
unforeseen problems. 
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How Do You 
Measure Up’? 
An HRP Fitness Test 


C omplete the following questionnaire to deter- 
mine the current state of health of your com- 
pany's human resource management. 

The following statements represent some of the key 
factors involved in effective human resource planning. Each 
statement describes a situation commonly accepted in most 
workplaces. The aim is to determine to what extent the description 
applies to your company. When a statement contains several 
interrelated elements, base your judgement on the elements as 
a whole. 


1. Read each statement carefully. 
2. Enter an X in the appropriate column, depending on whether 
the statement: 


A describes your situation exactly 

B describes your situation to a large extent 
C more or less describes your situation 

D does not really describe your situation 

E does not describe your situation at all 


1. The company has a business plan incorporating sales 
objectives, acquisition plans, capital requirements and resulting 
human resource needs for a given period. 


[) Ee 
AN BOGABaE 


2. Risks of staff shortage or surplus are anticipated at least two 
or three years ahead of time through a reliable forecasting 
method. 
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3. Risks of structural imbalances (aging staff, under- 
representation of certain groups, poor distribution of skills) are 
forecasted at the same time as surplus or shortage risks. 
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4. Risks of qualitative imbalances such as insufficient skills, 
overqualification, poor motivation and dissatisfaction are 
anticipated on the basis of current conditions and future job 
requirements. 
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5. The company is aware in advance of its outside recruiting 
needs and of the availability of workers with the required skills. 
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6. Vacant positions are offered to employees first through an 
objective procedure familiar to all (ie. job postings). 
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7. Access to positions is based on objective job requirements. 
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8. The company offers all employees the opportunity to become 
familiar with the firm's operation to perfect their skills and to adapt 
to their job. 
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9. The evaluation of employees is based on results achieved and 
takes account of personal and organizational acts that may have 
influenced these results. 
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10. Employees make numerous suggestions to improve work. 
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11. These suggestions are well received and, more often than 
not, implemented. 
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12. Employees participate in the development of objectives, 
operating methods and work plans affecting their activities. 
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13. The organization of work is flexible in the sense that, 
whenever possible, it is adapted to the needs of persons rather 
than forcing them to adapt to rigid job requirements. 
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14. After evaluating working conditions, the company introduces 
appropriate improvements with regard to: 


a) physical workload 

b) intellectual demands 

Cc) environmental conditions (ie. noise, lighting, air) 
d) safety hazards, occupational diseases 
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15. Job requirements are established objectively in order to 
remove unnecessary or discriminatory obstacles. 
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16. An employee's performance level determines his entitlement 
to wage increases for a given position and the criteria regarding 
this performance level are set by agreement between employer 
and employee. 
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17. The company has a special policy of acknowledging the 
performance of employees who, over the past year, have made 
an outstanding contribution to the development of the company. 


Totalnumber of Xspercolumn _— — — _ _ 
A 


Results 

You can develop a profile of your company by 
totalling all the Xs you have entered. 

How satisfactory are your results? It is up to you to 
judge. Since any answers entered to the right of column C point 
to a serious deficiency, you already have an idea of the number 
and type of problems that should be solved. 


We Can Help 


hrough the federal government’s Canadian Jobs 

Strategy, EIC offers a wide range of programs 
and services to help individuals and organizations adjust to a 
changing labour market. Part of our job is to help you find the 
support you need for effective Human Resource Planning. 
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Wedon'thave allthe answers to all of your problems. 
But we do have lots of good ideas, and a commitment to work 
with you to find solutions. If you have questions about HRP in 
general, or about how it applies to your specific needs, give us a 
call. 


For more information, contact: 
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